


ACCOUNTING EPOLICIRES & PROCRDURKS

OF THE HUAMWAPAI TRIBR

I. PROCESSING OF REQUISITIONS

A.

Requisitions are received by the accounts payable

Accounting Clerk daily.

1. Reqm.axtim are logged.

2. qunis;tmns are date stamped.

3. The clerk then checks the account numbeér on each
regnisitiea for accuracy.

4. The clerk adds the préper bank account number to
the reqnlsitm

5. Rext the clerk Beparates the requisitions into
those for travels and all others.

6. Travel requigitions are given to the accounting
clerk who reviews them.

7. All other requzs:.u.cms are given to the Finance
Birector for review and approval.

Requisitions are received by the Finance Director.

1. Requisitions are reviewed checking for accuracy of
account mmber, amount. Amount must be supported-
by proper Gocumentation.

2. Reguisition is reviewed far authorized sigmature.

3. Reguisitions are then separated into approved &

a. Approved requisitions are signed and divided
into :those for Purchase orders and those for
hecks .

b. Denied requisitions are given back to
accounts payable Accountiig Clerk with a
notation of why they are demied. 7The clerk
then logs them as retui'hed and forwards them
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c. Approved purchase order requisitions are
given to the first accounts payable
Acecounting Clerk.

d. Approved check reguisitions are given to the
second accounts payable Accounting Clerk.

Requisitions for checks are received by the second AP

Accounting Clerk.

1. The clerk then enters the American Fundware
program and obligates the requisitions according
to the procedures cutlined in the AFW manual.

2. After all requisitims are - -obligated the clerk
then runs an oblxgatum Summary report in AFW.

3. The clerk thea reco:as the appropriate obligatioa
number on €ach requigition.

4. The reguisition are then filéd in the payables
book to be approved for paywment.

5. as clerk is- enterutg requis;.txona the clerk
verifies vendor name and a;.ddress.v account code and
amcunt. The amount is matched to the attached
invoice.

6. Requisitions are obligated on a daily basis.

Requisitions for Purchase Orders are received by the

first AP Accounting Clexk.

1. The cierk enters the requisitions into the AFW -
System and generatés purchase orders and purchase
order: nusbers.

2. Thepurchase‘araermmertoheusednextcomes
from t!me pur: Thase order log.

3. The purehasé orders are then pnnted an the
purchase order Eoma

4, 'x'he purchase orders are then logged into the
purchase otder 109.

5. After logging the purchase orders, the clerk then
takes them to be signed by an authorized signer

D)



(one of the three check signers).

The clerk then retains & files the accounting copy
of the purchagse order.

The remaining purchase order copies are
distributed to the appropriate program manager.
Purchase orders should be completed on a daily
basis within twenty-four hours of receiving the
initial requisitioms.

B. Receipt of invoices & their processing.

1.

Weekly the first AP Ac¢counting Clerk matches
invoices which have beeh réceived to purchase
orders which are cutstanding.

Invoices are checked for accuracy amount &

purchage order nusmber.

Matching invoieces & purchase order copies (from

accounting) are forwarded to the second AP

Accounting Clerk for transfér to invoice status.

The second AP Accounting Clerk then tranasfers the

¢cbligaticn from the purchase order status to the

invoice status according to the AFW manual.

a. While transferring invoices the clerk again
checks the amount of the invoice to ensure
transferring the correct amount.

b. When the obl;gatz.on ig transferred the second
AP clerk then filed the regquisition with the
others in the Pinance Director's payables
file.

F. Payment of requisitions.

1.

Weekly, normally on Wednesday, the PFinance
Director reviews all obligations which are at the
invoice stage are reviewed for approval for
payment .

Reguisitions which are approved for payment are
initialed and dated then given to the second AP



clerk who will produce a check.

II. PROCESSING OF ACCOUNTS PAYABLE CHRCKS
A, Requigsitions which are obligated are reviewed on a

weekly bagis by the Finance Director.

1. The FD checks to determine the due dates of the
invoices to ensure timely payments of obligations.

2. After gelection, the FD then initials & dates the
regquisition in order to apprave payment.

3. The FD then takes the requipitions to the éecond
AP clerk.

B. The second AP clerk then utilizes the AFW system to
generate checks.

1. The clerk then retrieves the checks fram the
secured storage area. (See gafe guarding of
checks.)

2. The actual hard copy checks are then printed.

3.  After all checks are printed for an individual

) checking account, the checks are then attached to
Q Y the appropriate requisitiom.
e a. C_h_et_:ks and requisitions are then given to the

first two sigmers,

b. The signer checks the amount of the
requis;tmrn to match it with the amount of |
the cbeck

c. It the amounts match the signer then approves
the d:.sbursement by signing the check.

d. After signi,ng the signer then takes the
checks and requigitions to one of the
rena;ning signers who repedts the above
proceys,

C. After all chec¢ks have two signatures they are returned
to a third AP clerk.



The third AP clerk then logs all of the checks.
After logging the checks the clerk then separates
the checks into three separate groups.

3. The eriginal check is placed ia a window envelope
along with any other neceseary documents and
sealed.

a, It will either be wailed or,
b. picked yp by an individual who must eign the
log to acknowledge receipt.

4. The yellow check copy if then stapled to the
requisition and returned to the second AP clerk
who will file it.

S. The third copy (pink copy) is given to the
Treasurer who maintains a file in numerical order
to acecount for all checks.

After all checks are writtem the second clerk then
returns the unused checks to the secured storage area.

III. PROCESSING OF TRAVELS

A.

Requisitions for travel advances and travel claims are
received by the first Accounting Clerk. ‘Requisitioms
must be received at least two days before the intended
travel.

1. The clerk logs the travel and checks the account
number and then forwarde them to a fourth AP clerk
to review.

The fourth Accounting (lerk then logs all travels and

checks to determine whether an expense claim or an

advance is being requested.

1. If an advance is being requested then the clerk
checks to see if the individual has other advances
still ocutstanding.

a. If other advances remain outgtanding the
clerk logs that the advance is being denied



and returne it to the requesting individual
with a note at to why.

If no outstanding advances exist then the
clerk will check for backup justifying the
travel, will check the requested quarters
Seelng that they are calculated correctly,
and then checks the total of the request to
ensure it is ecorre

ﬂhen the advance request has beén checked,
the c¢lerk then forwards it to the FD for
approval.

Upon approval the FD then forwards it to the
second AP clerk for processing of a check.
The chéck will go towards the same procedures
as any AP check.

The third clerk will release the check either
to the individual or the program one day
before the schedhiled trip.

1f an expense claim is being submitted:

a.

b.

The clerk checks the dates & times and then
calculates the quarters.
The clerk calculates the mileage cogts based
upon the mumber of miles driven & the tribes
curyent rembursemeat z:a:e
Any other clalmed expenaes, such as-gas &
lodging sugt he supported by receipts. Any
perscnal expenses Buch an. phene calls are
chﬁallowad (As per current travel poliey.)
When all expenses have been checked the e¢lerk
then datermmes if an advance was ‘given out
and if so by that determines whether the
individual must return funds or if the
individual must be reimbursed for additional
expenditures.
1. If the individual wmust repay then a
notice of the claim is given and the
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IV. PAYROLL
a.

individual may either pay cash to the
Treasurer or select for payroll
deduction. Until the amount owed is
paid additional travels will not be
allowed for that individual. If cash is
paid to the Treasurer a copy of the
receipt should be given to the clerk.

2. If the individual is in need of
reimbursement a requisition will be
generated by the clerk & forwarded to
the FD who will see that it is processed
in the same manner as all AP checks.

Any lost travels or travels for which funds were
received but no traveling was done will be the
responsibility of the individual and the program
mist receive repaywment.

Time sheets are received by the Payroll clerk bi-weekly
on the Monday of the week the checks are given ocut.
Checks will be issued by 12 noom.

1.

The time sheet used will be that of the Pinance
Departiwnt or one ap;éréved by the Finance

The clerk upon récéipt of the time sheets checks
to ensure t:hat: beth the e@loyee and the
supervisor have sx@eﬂ the time sheet.

‘The clerk r,nen logs the time. sheet .as received.

The ¢lexrk checka the type of bours claimed and
checks. the totals for the payper:.od

For employees charged to more than one contract,
the clexk must check to see that the daily and bi-
weekly hours are distributed and that accounts are

given.

The clerk must alsoc check any additional forms received



during the previous two weeks. These may include but

are not limited to various deduction forms withholding

forms and personnel action forms.

1. Any of these non time Sheet forms shiould be
entered into the American Fundware system as they
are received.

a. After the forwm are entered into the AFW
system they should then be filed in the
appropriate esiployee's file. This should be

After all time sheets received on Monday have been

logged then on Tuesday the clerk should begin inputing

the time sheets into the AFW system.

1. When all time sheets have been entered the clerk
should then print the appropriate AFW report and
match the report against the time sheets entered
in order to engure theéy were entered correctly.

On Wednesday the payroll clerk should calculate the

payroll in the AFW gystem.

Once the payroll has been calculated in the AFW system

according to the AFW wmanual, then a calculations report

is printed and reviewed by the Payroll clerk.

Now the actual checks must be printed.

1. The checks are retrieved by the clerk from the
secure area where they are stored.

2. The checks are then created and printed according
to the instructions in the AFW manual.

a. These checks are pre-numbered and require two
sigfiatures.

3. After the checks are printed they are then given
to the first of the two signers. Who after
signature and approval will forward thea to the
next signer who after signing them returns thewm to
the Payroll clerk.

After receiving the checks back the clerk separated the

original frowm the copy.



The employee name and check number are next logged and
are only released upon the signing of the log by the
supervisor or the employee.

The checks are separated and put into individual

envelopes which are sealed in order to protect privacy.

1. The chegks are distxibuted on every other Friday
after 10AM unless ether notification is provided
by the Finaace Depar

After the checka are c@leted the clerk mist run the

payroll reports and complete the tasks that accompany

each report .

1. Requisitions must be completed for all court
deductions, housuxg deducttions, etc.

2. Jourmal entries are completed for all in house
deductions, ie., locams, childcare payments, etc.

3. The Federal and state withholding taxes wmust be
caléulated and the requisiticns prepared.

All requisitions are then given to the AP clerk to

beégin processing. Checks for deductions are processed

for distribution the following Monday.

All journal entries are given to the Finance Director

for approval.

Rarly releases of Payroll checks.

1. TiEe sheets must be submitted with the early
release form two days before the employee wishes
to receive payment. '

a. Barly release forw must be completed with all
appropriate signamzes.

2. Bach émployee will be granted two early reléases
per 26 pay periods.

3. After the payroll clerk receives the request for
the early release, the clerk must note in the
right hand corner the pumber of early releases the
particular employee has previously been granted.

4. The clerk then submits the requeat to the Finance
Director for approval.




a. 1f approval is received the clerk then logs
that an early release is being given to the
employee and produces the check according to
normal procedures prior to the date the check
is being requested.

b. If denied the request is returmed to the
employee.

V. GENERAL LEDGER

A,

Bach month the General Ledger should be printed along
with the revemue and expense reports and the trial
balance.

1. ‘These reports should be reviewed by the Finance
Director or her reports to check for errors and

2. The revemie and expense reports, general ledger
and trial balance should be reviewed and any
necessary correcting journal eatries should be
written, reviewed, approved and entered into the
AFW system.

3. After all correcticns and adjustments have been
made then a revenue and expense report should be
produced separated and distributed to the
appropriate program wanagers. At this point all
of the payroll journal eitries for that month
should be included and entered into the AFW

4. The Pinance Director should now perform the period
closing. procedures according to the AFW manual.
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PROPERTY MANAGEMENT MANUAL

A. PURPOSE

To provide the tribal organization with the capacity to manage the
acquisition, control, protection, use and disposition of property acquired
with federal and tribal funds.

The primary thrust of property management is to insure control over
property of the tribal organization and to compliment the financial
records. The elements of property control are:

1.

Property Acquisition. The process of acquiring property
Either through requisition or transfer from government
Sources or through purchase including those made from
Contractor stores.

Receiving. The process of government property entering into
the tribal organization's custody.

Records. The official accounting and subsidiary records
maintained by the tribal organization to show the status
and to control all property furnished to the tribal
organization or acquired by the organization.

Storage and Movement. The process of storing and moving
all types of property including movement from one point to
another for any purpose, and protection during movement

and storage.

Consumptxon The process of incorporating federally owned
operty into : an end. item or otherw:se consummg it in the

Utilization. The process of utilizing equipment and material
for the purpose for which the materials or property were
furnished or acquired.

Maintenance. The process of providing the care necessary
To obtain a high quality of production and the most useful
life for the property.

Physical Inventory. The process of physical locating and
counting property, comparing it to records of such property,
posting the findings and adjustments and reporting of



inventory findings and adjustments to the proper
administrator.

9. Subcontractor/Subgrantee Control. The process of control
by the tribal organization over subcontractors and
subgrantees with respect to property acquired by such
subcontractors or subgrantees.

10. Disposition. The process of requesting disposition
instructions and effecting disposal of property acquired with
federal funds.

11. Reports and Accountability. The preparation and
submission of reports reflecting the status of property
required by grants and contracts.

The property management and management system must be consistent
throughout the tribal organization. Property acquired with federal funds,
property furnished by the féederal government or property acquired with
tribal funds shall be treated in a consistent manner regardless of source
of funds used to pay for such property.

1. Definitions

Most tribal properties can be divided into two major categories: real
property consisting of land, land improvements and buildings fixed to the
land, and personal property consisting of all tangible property other than

Personal property can be further subdivided into nonexpendable
personal property and expendable property Non expendable personal
property is defined as: Property complete in and of 1tself and of a durable
nature with an expected service lifetime of one year or more. Sutch

erty does not lose its 1dent1ty or become a con::ponent part of another
itern and has a unit cost in excess of $500 or more and may be
capitalized as an asset. Nonexpendable personal property can be divided
into capitalized property and non-capitalized property. Capitalized
property will be recorded in the accounting records as a capital asset.
Non-capatalized property will not be recorded as a capital asset.
Property which as an acquisition cost of less than $500 but has a life of
greater than one year and is subject to potential theft shall be considered
"sensitive" property and shall be classified as nonexpendable capitalized

property.

Expendable personal property is defined as property which is consumed
during the program year's operations or becomes a component part of



another item when put to use, thus losing its identity. Expendable
personal property can be further subdivided into office supplies which
are consumed during the year and materials which are utilized as
component parts of another item when put to use.

B. Acquisition
Acquisition of property can occur through several sources.

 Property may be acquired through the excess or surplus property
acquisition procedures allowed under P.L. 93-638.

Title to such property shall vest in the tribe.

The Property Officer and Tribal Managers shall obtain a GSA screening
card designating them eligible to obtain property through GSA sources.
The cards shall indicate "all programs”, "all GSA regions" and have an
"Indefinite” expiration date. A list shall be obtained containing all GSA
Area Utilization Officers (AUO's) and shall obtain property listings from
such AUO's. The above shall establish a system to periodically screen
the Defense depots in the region for available DOD property.

 Property may be furnished by the federal government to the tribal
organization under a program or by virtue of a transfer agreement.

Title to such property shall vest in the tribe.
¢ Property may be acquired through contract funds.

Title to property which is acquired by contract funds shall remain with
the federal government unless the tribe requests transfer of title.
Pmperty furnished by the fedéral government to the tribe remains the
property of the federal government unless the tribe requests transfer of
title.

» Property may be acquired through grant funds.

For property acquired through grant funds, the tribal organization shall
have a possessionary title or use permit as long as the tribe has an
identifiable need for such property.

o Property may be acquired with tribal funds.

Title to such property shall vest with the tribe as a fee simple title.



1. Acquisition of Property with Federal Funds.

Tribal departments must insure that the acquisition of government
furnished property is legally authorized. The property officer shall
prepare a requesting document authorized by the tribal general manager
to insure that the property is needed by the program. The property clerk
shall insure that the item requested is not available in existing property
held by the tribal department, and will further insure that the property
requested is necessary and reasonable for the program.

The property clerk must maintain a file describing the status of the
acquisition of government furnished property, insure that requests for
government furnished property are furnished in a timely manner and
retain on file an acceptaince transfer document for government furnished
property.

The property clerk shall receive from the program a requisition for
acquisition of property. It should be prepared in duplicate with one copy
retained by the program, describe the property item in detail and cite the
need for such property. Identifying the funds to be used for acquisition
of such property.

The property clerk will contact the tribal finance department, the
program and the funding agency to insure that the property is contract
or grant authorizéd. He or She should determine whether the property is
reasonably required.

All property acquisitions must be carefully considered in light of the job
to be performed. The property clerk should follow the procedures used in
the purchasing manual for the acquisition of property, to insure free and
open competition among vendors. Prior to the obligation of such
purchase the relative cost advaritages of lease versus purchase, should

‘be compared. Federal regulations require that the tribal organization

buy the lowest priced item capable of performing the required task.

The purchase order and requisition for property with grant or contract
funds contains an accurate, complete and full description of the item, the
negotiated price, and the contract number on the purchase order. Prior
to obligation of purchase, the contracting officer or grants officer as
required for the acquisition of property through grant or contract funds.

C. Receiving of Property

Receiving of property is the process of property acquired with federal
funds entering into the tribal organization's custody.
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When property is delivered, the property clerk must be notified and
receive such property. Property Clerk should determine that the
property has met the purchase order specifications and should compare
the property to the receiving report provided by the vendor and to the
purchase order issued by this tribal department The property clerk
should determine that the property is in new and good condition unless
used property was ordered, and should also determine if the quantity
received is in agréement with the purchase order.

The receiving department should prepare a recejving report which
accurately and completely described the items, shows the count and the
condition. If the quantity, condition or description differs from that
shown on the purchase order, a document should be prepared and the
property clerk notified.

The property clerk should complete and sign the receiving report, submit
one copy to the accounting department and maintain one copy on file.

The property officer should classify the item according to the deﬁmhons
above {expendable or nonexpendable capitalized 6r non-capitalized), and
should then insure that the item is properly fagged and marked dunng
the receiving process. The marking and tagging should occur within one
day of the receipt of the item, and should indicate the year in which the
property was acquired, the funds source for acquisition of such property
and the property identification tag number. These tagging identification
marks should be trackable to property records maintained by accounting
and the property office.

The tribal organization should insure that. shipments of items which has
been misdirected are adequately controlled prior to the receipt of
instructions as to their disposition. The control process should insure
the pmtecﬁon of such items to preverit theft, damage or destruction.

The property clerk shall nonfy the Human Rmurces rtment and
they shall niotify the insurance carrier of property reqmrmg apphcable
insurance coverage.

D. Records

The property records management process is the property, accounting
and subsidiary records maintained by the tribal organization which
shows the status and controls all property furnished to the tribal
organization with federal funds or acquired by the tribal organization.
Property records shall allow for inventory control and to so must provide
documentation in support of the accounting entries. An individual
property record form shall be maintained on all items defined to



nonexpendable personal property. The property record form should
describe the item, its location, the condition of the property in full and
complete detail.

The property item records shall be periodically summarized on an
inventory property register. The property records shall be adjusted to
reflect the physical inventory conducted and the property records closed,
by means of proper accounting entries supported by documentation, and
should reflect the condition of the property pursuant to the inventory
process.

Fabrication records must be prepared on all items fabricated from
materials acquired using federal funds. Items fabricated shall show the
description, status, completion date, cost of fabrication and other
information.

The property clerk shall prepare a record showing the receipt and issue
of property items to entities within the tribal organization, as well as
transfers from one entity within the organization to other entities.
Records shall identify the property item, the identification number, the
ogramzatlonal entity transferring the item and the organizational entity
receiving such item.

The property clerk shall prepare and issue a custodial responsibility
record. Records must state the individual charged with responsibiity and
should assign the property to that individual. Custodial designation
mandates that the custodian if financially obligated for the effective
storage, pmtecuon, use and maintenance of such items they are
résponsible for. The property. clerk shall issue such designation to the
custodian and obtain his or her signature on the form.

The property clerk should prepare scrap and salvage records which
reflect the status of all-items declared to be scrap and all items which are
reclmmed during salvage operations. Records should indicate the proper
classification of the items and provide documentation in support of the
record. On scrapping of iterns, the records should be properly adjusted
and closed.

E. Storage and Movement

Storage and movement is the process of storing and moving all types of
property held by the tribal organization for the purpose and the
protection of such items during the movement and storage.

The property clerk shall arrange for facilities for storing and insure that
the facilities and the maintenance of such facilities are adequate to



protect the property items. Protection must be provided for property
items to make sure that the items will not be damaged or destroyed
through corrosion, contamination or environmental effects. Hazardous
materials, precious metals and sensitive items should be adequately
protected so that they are not damaged or destroyed or stolen.

If necessary, the tribal property clerk will segregate property for which
title is held by the federal government from property owned by the tribe.
Segregation may be through physi¢al means or may be accomplished
through use of tagging identification on such property items.

Movement of property must be supported by records including an

issuance record, a transfer and a location change order. ‘All such

movements must have the proper authority. The organization receiving
the property item shall provide documentation; the organizational entity
transferring the item shall also document the transfer and also sign.

Loss or damage which occurs to the property durmg transfer must be
immediately reported to the property clerk and provisions taken for
assigning responsibility or replacement of such items through insurance
means.

F. Consumption of Materials

The process of incorporating materials into an end item or otherwise
consuming supplies in the performance of a grant or contract is called
consumption. The property clerk has two responsibilities in this area, to
see that consumption is reasonable and that items are conserved during
consumptlon

To do so, the property clerk will periodically compare the quantities
onsumed during the conversion of materials into an end item or the
illings on materials and material requirements list. Companson of the
materiil requirements list to the quantities actually consumed will reveal
reasonableness of usage.

G. Utilization Process

The property clerk shall periodically inventory property items to insure
that they are being used for the purposes for which they were originally
acquired. The property officer shall charge the custodian with the
responsibility of insuring that the property item is used only for the
purposes for which it was originally acquired. No property item shall be
used for personal purposes. No property item shall be checked out to
tribal members for use by such members unless that usage is within the
guidelines of the program for which the property was acquired.



Annually the property clerk will query the program and program
custodians to determine the need for continued usage of property items
to subsequent program years. This query will determine whether the
property items will be retained, disposed of or transferred to other users
within the organization. A record will be maintained of the query.
Necessary care must be employed to obtain high quality production and
useful life from all property held by the tribal organization.

The property clerk will develop records to document the periodic
maintenance occurrence and scheduling of preventative and corrective
maintenance and major repair,replacement or other rehabilitation. A
maintenance record must be prepared for all nonexpendable personal
property items. Maintenance record forms will indicate the type of
maintenance service, the date of such service, the schedule date of such
service and cost.

Periodically, the property clerk will contact the custodian of property to
determine if there is a need for major repair, replacement
rehabilitation.The custodian of property will also inform the property
clerk of the need for such capital repair, replacement or rehabilitation.
The custodian of property will set up a schedule to determine what major
repairs and capital types of rehabilitation and will schedule with a
outside entity for the accomplishment of such rehabilitation services.
The property clerk should monitor the rehabilitation to insure that it is
accomplished as authorized, and make sure that the property
maintenance records reflect the occurrence of scheduled maintenance
and capital-type rehabilitation.

The property clerk shall insure that the tribal organization has property

damage, loss and theft insurance and that all property which could
potentially cause harm to others and their property are covered under a

liability insurance policy.
H. Inventory

The property clerk is responsible for conducting an annual inventory of

property acquired with tribal or federal funds. The inventory will be

compared to the records of the property held by the tribal organization.
Adjustments to the records will be made to reflect the physical inventory.

A schedule for the annual inventory of tribal property should be
developed. These inventories will be rotated to insure that the property
clerk accomplishes such inventories throughout the year rather than on
a one time basis.
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The property clerk will develop an inventory record form to be used
during such inventories. The inventory record should reflect the number
of items, the description of the item, its location and any other
descriptive information necessary.

On completion of the inventory the property record will reflect the date of

the inventory and the quantity of items which have been inventoried.

The property clerk will identify any differences between the mventory

record and will then inform the pre am and the accountmg { ,‘.;_j ;

of any differences. The propert
ifferences, and will insure that the mdnndual who is : a5

iscally accountable for such differences. The accounti '{ﬁ"-"" fice w
an adjushnent to the accounting records to reflect the adjustments
resulting in the inventory. These will be shown as a loss to the
capitalized items shown on the accounting records.

All instances of loss, damage or destruction of property shall be reported
promptly and properly by the program to the property clerk. The lost of
items owned by the federal government (i.e., property acquired through
the use of contract funds) or items which thc_ government furnished to
the tribe shall be promptly reported to the federal government property
administrator.

J. Subgrant and Subcontract Controls

The tribal organization is responsible for establishing procedures for
controls over subcontractors and subgrants with respect to property
acquired with federal funds. The tribal organization shall provide
adequate instructions about the terms and conditions of the subgrant or
subcontract to the subcontractor or subgrantee, because they are
required to conform to the procedures imposed on the tribal organization
with r@gard to acqm&hon records, use, maintenance and inventories.
anization shall periodlcally momtor the subcontractor or

pmperty'mana'gein.ent procedures |

The tribal organization shall inform the subcontractor or subgrantee that
property records maintained by the subgrantee or subcontractor remain
the property of the tribal organization, and that any property acquired
with federal funds is also the responsibility of the tribal organization.

K. Disposal
Disposal of property acquired with federal funds must meet the

guidelines provided by the federal government. Dispeosal criteria depends
on the title of the property.



In order to determine the needs for disposition the property clerk will
annually screen property held by each program to identify items
considered to be excess. Items identified as excess property will then be
listed and promptly reported. The property clerk will identify those items
which the programs have a continued need for.

When items have been acquired with féderal contract funds the property
clerk must determine the federal govemment disposition guidelines and
the title criteria. Items with federal title must be returned to the
'govemment Items mth mbal ‘y'j'smonary title ¢an be dispo:
no oblige ‘the federal governiment if the fair market value is less
than $5 000, Items which the tribe hasa continuing need for will be
transferred to those entities based on the criteria below.

d of with

Items which have been identified as excess to a program will be listed by
the property clerk, who will subsequently contact other entities within
the tribal organization in accordance with the priority hstmg below to
determine if other entities within the tribe have a need for such items.
The priority which the property officer will use to identify a utilization
need is:

e Other programs funded by the same agency which funded the
Program which declared the item excess.

e Other federally funded programs.

s Other tribal programs.

Having identified utilization needs within other programs in the tribal
orgamzabon the property clerk wﬁl then establish rieed for disposal of

needs the item, then the property clerk
s for disposal and proceeds of such sale of

Prior to disposition of the property, the property officer, regardless of
whether the property is contract or grant acquired, shall make sure there
is proper authonty for disposition. The property identification tag will be
removed prior to disposal and documentation of the disposal will be
prepared on a disposition record form. This record will reflect the
authority for disposal, the action taken, the date of disposal, the
proceeds from the disposal and the property record which has been
adjusted.



After disposition, the property clerk will adjust the property item records,
the program registers and any other property records maintained by the
property office. The property clerk will inform the accounting
department of the disposal of the property item so that the finance office
may adjust the financial records to reflect the disposal.

Any required proceeds from the sale will be retumed to the federal
govemment and transfemng of such recexpts to the accounting

department. The accounting department will then forward such receipts
to the federal government which yro;‘ ded the funds for thg gngmal
acqui On‘ of the pro perty. Ifthe mbal governmgnt is entitled

: : > accounting depar "ntvalong. w1th‘the pro é fmm the
sale so that the funds may be deposited in the appmpnate account.

L. Reportmg

The tribal organization must prepare and submit reports to the federal
government which reflect the status of property acquired through grants
and contracts.

The reports should be submitted within ninety days of the annual

completion of the federal program. The program property reglstcr form
will be prepared with individual item records and will summarize the
property held by each program. Property held by each program will
include property acquired with program funds as well as property
transferred to the program by the government.

Property reports submitted to the federal government are required for
both contracts and grants. The items to be reported for each shall be
submitted in accordance with the guidelines for each program.



